


















































































































































































































































































































































• Appendix G 

GENERAL INFORMATION FOR THE RECORDS OFFICER ON RECORDS RETENTION SCHEDULING 

A. THE IMPORTANCE OF GOOD RE.CQRDS UlENTIPICATION 

The segregation of records into groupings, or Records Series, provides a means 
whereby the various fUnctions and responsibilities of any agency can be documented. 
The maintenance of all records pertaining to a particular function in the sBJ!le 
location provides a means of ready access to the establishment, development and 
progress of that function. 

The importance of identifying these Records Series becomes apparent when it is 
necessary to retrieve certain information. Proper arrangement and content of each 
Records Series provides a 13ystematic means monitoring progress, ma.king deci.s_icns, 
and the countless other details so important and necessary to the successfUl· 
accomplishment of the many programs under the jurisdiction of any agency. 

The identification of each Records Series takes on additional meaning in terms of 
records disposition. Most records, in order to satisfy program requirements, become 
quite voluminous with the passage of time. Included in the devlopment of Records 
Series should be an organized plan of systematic transfer of inactive records from 
high cost office space and equipment to low-cost storage. Identification of records 
also plays and important part in transfer procedures. Therefore, appropriate Records 
Series titles must be assigned. In order to be most effective, these titles should 
be brief, yet meaningful. They must be a clear indication we are identifying a group 
of records, not people, organizations or equipment. It would be extremely redundant 
to attach words such as "files," "records," "papers," or "documents" to titles for 
this purpose alone. We must avoid idiomatic and other familiar expressions that do 
not provide adequate information pertaining to each Records Series. Similarly, 
abbreviations cannot be used as too often the same abbreviation has different meaning·s 
for different people. 

'.l'hroughout the Records Management Program, the word "function" plays an important 
part. Webster defines "function" as "the normal or characteristic action of any­
thing ... a special duty or performance required in the course of work or activity . 
. . to act in a required or expected manner; do its work." If we apply these 
definitions to a Records Series, we might say, "the role or part a Records Series 
performs in providing documentary resources in the accomplishment of the office, 
concerned." 

The scope of each Records Series should neither be too broad or tcio narrow. In an 
Accounting Office, for example, the term "Accounts ·Receivable" may seem to be 
appropriate but, by virtue of different funds, different sources of revenue, revenue 
received for different purposes, these would seem to indicate the term "Accounts 
Receivable" would be too broad to be effective. Similarly, the term "Personnel 
Records" would also be too broad, This is especially true in this instance due to 
retention requirements. A "Request for Leave of Absence" need not be retained for 
any extended period, while an "Employees Permanent Record" should be kept throughout 
the employee's term of employment. A Records Series titled "Payment Voucher" would 
seem too narrow as that is only one document of several in a batch necessary to 
identify complete transactions. In the cases of forms used, when copies uf only 
one form are necessary for reference, the form title can become the Records Series 
title. For example, "Purchase Requisitions." But, when several forms make up a 

'- Records Series such as in a case or project file, an appropriate title must be 
assignell. 

81 

SUPERSEDED



In order to determine app~opriate Records Series titles, it might be helpful to 
ask a few questions. What reference service is provided? What types·Of actions 
or transactions are found in the documents? How are the functions of the office 
affected by the utilization of the Records Series? What established the requirement 
for the Records Series? Perhaps a review of the office's Functional Chart can 
provide effective clues as to what titles to assign. Inasmuch as most files are 
created in which to house documentation pertaining to the functions of the office, 
functional titles can be extremely appropriate. 

'!'he woriJ..s listed and defined below can be very useful when determining Reconls 
Series titles. But, in view of the many different types of functions associated 
with them, other "functional desoriptives" in brief form should accompany them. 
For example, the word "Permits" would not provide sufficient information for a 
Records Series title, but "Fishing Permits" or "Motor Vehicle Permits'' are very .. 
effective. Similarly, "Requisitions" by itself could be interpreted to mean many 
different types of requests, but "Printing Requisitions" or "Requisitions for 
Expendable Supplies" provides a clear indication of the Records Series. 

B. GLUES IN IDENTIFYING RECORDS 

ABSTRACT •••••••• A summary, an excerpt 
ACCOUNT •.....•.. A report, a description, a 

financial category 
ACKNOWLEDGEMENT.A receipt, an admission 
AFFIDAVIT .•• , ••• A declarat:l.on 
AGREEMENT ••••••• A contract 
ALLOTMEN'T .•••••• A distribution, a portion 
APPEAL •.••...••• A request to review a decision 
APPLICATION ..... A paper instrument for applying, 

putting to use 
APPOINTMENT ••••• An assignment, a scheduled 

meeting 
ASSIGNMENT •..... A transfer, ari appointment 
AUTHORIZATION ... A permit for action 
AWARD .........•. A conference, a judgment 
BID •••••••.••.•• An offer for a price 
BILL ••.••••••••• A creditor's claim, an invoice 
BOND •••••••••••• A binding agreement 
CERTIFIGATE ..... Evidence of truth, ownership, debt 
CLAIM ...•....... A demand, an assertion 
COMMUNICATION ... Interchange of information 
COMPLAINT ....•.. A formal allegation 
CONTRACT ........ A binding agreement 
DEED ..•......... A record of transfer or contract 
DIARY ........... A record maintained regularly 
DIGEST •••••• , ••• Condensed data 
DRAFT ........... A preliminary version, payment 

drawn on another 
ENDORSEMENT ..... .An assignment, approval 
ESTIMATE ....•... An approximation 
GUIDE •.......... An instruction for an action 
INDEX .....•..•.. A guide or reference 
INQUIRY ......... A request for information 
INSTRUCTION ••••. A direction 
INVENTORY ....•.. An itemized record 
INVOICE ...•.•... A bill 
ITINERARY •••••.• A record of a trip 
JOURNAL .•.•••.•• A record of transactions 
LEASE ••••••••••• A contract of rental 
LEDGER .......... A record of accounts 

82 

LIST ...•.......• An itemized tabulation 
LOG ••••••••••.•• A record of progress 
MANIFEST., ... , •. A list of carao 
MIEMlRANDUM. , •••• An informal communication 
MEBSAGE., .••.... Any communication 
NOTE ••.••..•.... Acknowledgement of a debt 
NOTICE •. ,,,.,, .. Notificati_on 
NOTIFICATION .... Advice, information 
ORDER •••• ,,, •.•• A command or instruction 
PASS •••••••••••• Authorization of a passage 
PERMIT .....•.... Authorization of a specific 

activity 
PETITION •••••••• A formal request 
QUESTIONNAIRE ... A list of questions 
RECEIPT ••••••••• An acknowledgement of delivery 

or payment 
RECOMMENDATION •• A proposed course of action 
RECORD .•.•.•.••. An account of facts or everits 
REGISTER •....... A record of events or actions 
RELEASE ........• A discharge from obligation 
REPORT ••••.•••.• An account of action or status 
REQUEST ....•..•. Ask 1 apply, requisition 
REQUISITION ••••• A form of application 
ROLL ••.•.•••.••• A list of related itelllS 
ROSTER ..•...•••. An itemized list 
BCHEDULE .•.•••.• Document at future or recurring 

actions 
SPECIFICATION,, .A detailed requirsment 
STATEM:DfT •••••.• An accoWlt of condition, e. 

declaration 
SUMMARY •..••.••• A condensation of a fuller account 
SURVEY .••••.•.•. An analysis 
TABULATION •••.•• A systematic summary 
TRANSMITTAL •.. ;.A paper instrument to send or 

tranBf'er data 
TRANSCRIPT ••••.. A written copy 
VOUCHER •......•• A receipt or record of a 

transaction 
WARRANT ......... A guarantee 
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Once the various Records Series have been established, there comes the need to make 
a determination as to the retentive value of each one. Some Records Series are of 
only minor value and should only be kept for a brief period of time. Others will 
vary according to the fUnctions the records themselves perform. Each Records Series 
must be thoroughly and carefully studied for a determination as to what va.lue or 
vaiues it may have. As each Records Series is being reviewed, the following criteria 
may be helpful in making records value determinations. 

C. WHAT VALUES SHOULD BE CONSIDERED 

ADMINISTRATIVE VALUE. Records are created to help accomplish the functions for 
which an agency is responsible. They have administrative value as long as they 
assist the agency in performing either current or future work. The primary 
administrative use of most records is exhausted when the transactions to which they 
relate have been completed. From that point on they lose their value rapidly. 
However, some administrative records contain basic facts concerning an agency's 
origin, policies, functions, organization, and significant administrative decisions. 
These records should be preserved to provide adequate documentation of an agency's 
operations. 

LEGAL VALUE. Records have legal value if they contain evidence of legally 
enforceable rights or obligations. Examples of these are records that provide the 
basis for action, such as legal decisions and opinions; fiscal documents representing 
agreements, such as leases, titles and contracts; and records of action in particular 
cases, such as claim papers and legal dockets. 

FISCAL VALUE. Records of fiscal value are those which pertain to the financial 
transactions of the agency, such as budgets, allotments, payrolls and vouchers. After 
those records have served their basic fUnction, they may still have sufficient fiscal 
value to justify their retention in storage for a t.ime to protect the agency against 
court action or to account for the expenditure of funds. 

RESEARCH, HISTORICAL or ARCHIVAL VALUE. Some records have enduring value because 
they reflect significant historical events or document the history and development 
of an agency. The importance of preserving such records is obvious. Not so apparent, 
however, is the need to re-evaluate them periodically to insure that the material 
being accumulated is actually filling a valid research need. 

What Types of Records are There? 

1. ACTIVE RECORDS - Retained in office areas, referenced daily or frequently. 
2. SEMIACTIVE RECORDS - Records referenced less frequently and may be transferred to 

intermediate storage. 
3, INACTIVE RECORDS - Records referenced infrequently should be transferred to· 

low-cost storage. 
4. PERMANENT RECORDS - Records of permanent value administratively, legally, 

financially and historically and may be active or inactive 
but not disposable. · · 

5. DISPOSABLE RECORDS - Records which reach a point of inactivity and are of no 
further administrative, legal, financial or historical value. 
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0. DETERMINING RETENTION PERIODS 

Keeping records, either in offices or storage areas, costs large sums bf money. The 
actual or potential value of the records should be weighed against the cost. There 
is a calculated risk in this business, and a good records disposition program requires 
that we take it. There have been instances when an organization became so enthusiastic 
about the possibility of freeing office space by clearing .out old records that it went 
too far and discarded material too soon. But, usually, this is not the problem. Most 
of us tend to be ov.erly cautious and to exaggerate the frequency of our references to 
material.being considered for disposition. The following.notes may help in evaluating 
total or office retention of a Records Series1 

1. The aost of maintenanae of a file dr>aWel" of r>eaor>da in an offioe file ia many 
timeH the aost of' maintaining an equaZ voZwne of recor>da in Zow-coat ator>age. 

2. Per>manent means forever•. Few recor>da are wor>th pr>eserving for>eVel", and the 
·vaot majority ahouZd be r>eaZiatiaaily Zimited in r>etention. 

3. Few r•eaol'd& have Zegal and finanoiaZ vaZue beyond 7 years and moat r>eaol'ds 
have Bel'Ved administl'ative .needs aftel' 1 to 3 yeal's. 

4. Eighty pel'aent of l'eferenaes to most records oaaur within 1 year from date 
of 1'ece·ipt, the subsequent twenty pe1'aent on a deaUning basis after' the first year. 
The1'efo1'e, as a general rule, r>eaords older than one to three years beaome inaative 
and should be transferred to a storage facility for permanent or temporary retention 
or destruation on the basis of a retention schedule. 

E. RECORDS DISPOSITION INFORMATION 

On the basis of your inventory and appraisal of a Records Series, it will, in many 
cases, be determined that a record is eligible for destruction after a specific 
retention or after microfilming. A GAA-24, Public Records Retention Schedule & 
Destruction Authoriz.ation, is a request to the Local Records Committee for approval 
of records destruction after a specific retention period. It must be completed and 
submitted to the Committee !'or authorization to destroy any record deemed to be 
.di sposabl~~mless on a General. Schedule. The following guidelille.s will assist in 
evaluating the records of your office: · 

1. RECORD CLASSIFICATION: (Reference RCW 40.14) All records are designated 
"Public Records" and are classified as either "Official Public Records (OPR)" or 
"Office Filer, and Memoranda (OFM)." 

c:ectlon 1. As used in this act, the term "Public Records" shall include any 
paper, correspondence, form, book, photograph, film, sound recording, or other 
Uocu.ment, regardless of physical form or characteristics, and including all copies 
thereof, that have been made by any agency of the State of Washington or received 
by it. in connectiotJ with the transaction of public business. 

'"or the purposes of this act, public records shall be classi'fied as follows: 

(1) Official Public Records shall include all original vouchers, receipts, 
and other documents necessary to isolate and prove the va).idity of every 
transaction relating to the receipt, use and disposition of all public property 
and public income from all sources whatsoever; all agreements and contracts to 
•;l1ich the State of Washington or any agency thereof may be a party; all fidelity, 
surety and performance bonds; all records or documents required by law to be 
filed with or kept by any aJ'lency of the State of Washington; and all other 
docrnnent.s or records, determined by the Records Committee, to be Official Public 
HL'curds. 
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(2) Office Ji'iles and Mcmora.ndt:1. shall include all recordo, C'orreHpondenC'e, 
exhibits, books, booklets, drawings, maps, blank forms, or documents not above 
defined and classified as Official Public Records; all duplicate copies of 
Official Public Records filed with any agency of the State of Washington; all 
documents and reports made for the internal administration of the office to 
which they pertain but .not required by law to be filed or kept with such agency; 
and all other documents or records, determined by the Records Conunittee, to be 
Office Files and Memoranda. 

According to RCW 40.14, Official Public Records must be retained for a period of not 
less than 7 years before they can become eligible for destruction upon the approval 
of the Local Records Committee. Office Files and Memoranda are eligible upon the 
approval of the Local Records Conunittee after a retention period recommended by the 
Office of Record. 

2. JUSTIFYING REQUEST TO DESTROY RECORDS: The primary reason that we destroy records· 
is they become too voluminous and hence too costly to retain permanently. There are, 
however, supporting reasons. A record may be obsolete and of no further administrative, 
legal, financial or research value after a specific retention. It may be a duplicate 
and not required except for a short reference period. A combination of these and 
other factors may apply to nullify the continual maintenance of a Records Series 
a~er a specific retention. 

3, OTHER STATUTORY REQUIREMENTS: There are a few statutory requirements governing 
records destruction and preservation other than RCW 40.14 for Washington State 
records. However, some records do have specific statutory requirements for creation 
and destruction. Some records may be created as the result of a federal requirement 
and hence bear federal retention schedules or may require mainten.ance for lengths of 
time specified by the federal government due to its financial or other involvement 
in the program. SUPERSEDED



Appendix H 

WASHINGTON STATE RECORDS MANAGEMENT PROGRAM 

RCW 40.14 PRESERVATION AND DESTRUCTION OF PUBLIC RECORDS -- STATE .l\RCHIVES 

40.14.010 DEHNI'l'ION /\ND CLAGSil'ICA'rION OF PUBLIC RECORDS 
As used in this chapter, the term "public records" shall include any paper, cor­
respondence, form, book, photograph, film, sound recording, map drawing, or other 
document., regardless of physical form or characteristics, and including all copies 
thereof, that have been made by or received by any agency of the State of 
Washington in connection with the transaction of public business, . end legislative 
records as described in RCW 40.14.100. For the purposes of this chapter, public 
records shall be classified as follows: 
(1) Official Records (OPR) shall include all original vouchers, receipts and 
~ther documents necessary to isolate and prove the validity of every transaction 
relating to the receipt, use and disposition of all public property and public 
income from all sources whatsoever, all agreements and contracts to which the 
State of Washington or any agency thereof may be a party; all fidelity, .•urety 
and performance bonds; all claims filed against the State of Washington or any 
agency thereof; all records or documents required by law to be filed with or kept 
by any agency of the State of Washington; all legislative records as defined in 
RCW 40.14.100; and all other documents or records determined by the Records 
Committee, hereinafter created, to be Official Public Records. 
(2) Office Files and Memoranda (OFM) shall include all records, correspondence, 
exhibits, books, booklets, dra~ings, maps, blank fonns, OT documents not above 
defined and classified as Official Public Records; all duplicate copies of Official 
Public Records filed with any agency of the State of Washington; all documents and 
reports made for the internal administration of the offl.ce to which they pertain 
but not required by law to be filed or kept with such agency; and all other docu­
ments or records, determined by the Records Committee, hereinafter created, to be 
Office Files and Memoranda. (1971 First Extraordinary Session, Chapter ·102, 
Section l; 1957 Chapter 246, Section 1) 

. 40.14.020 DIVISION OF .l\RCHIVES AND RECORDS MANAGEMENT - STATE ARCHIVIST - PO\~ERS 

AND DUTIES - DUTIES OF PUBLIC OFFICIALS 
/\11 public records shall be and remain the property of the State of Washington. 
~~ey shall be delivered by outgoing officials and employees to their successors 
and shall be preserved, stored, transferred, destroyed or di.sposed of, and other­
wise managed, only in accordance with the provisions of this chapter. In order 
to insure the proper management and safeguarding of public records, the Di vision 
of Archives of the Department of General Administration is designated as the 
Di vision of Archives and Rt•cords Management, and, under the administration of 
the State Archivist, who sh All have reasonable access to all public records, 
wherever kept, for purposes of information, surveying, or cataloguing, shall 
undertake the following functions, duties and responsibilities: 
(1) To manage the Archives of the State of Washington; 
( 2) To centralize the Archives of the State of Washington, to make them avail­
able for reference and scholarship, and to insure their proper preservation; 
(3) To inspect, inventory, catalog, and arrange Retention and Transfer Schedules 
on all record files of all state departments and other agencies of state gow·mment; 
(4) To insure the maintenance and security of all state public records and . 
establish safeguards against unauthorized rem:>val or destruction. 
(5) To establish and operate such State Records Centers as may from time to time 
be authorized by appropriation, for the purpose of preserving, servicing, screening 
and protecting all state public records which must be prese·rved temporarily or 
permanently, but which need not be retained in office space and equipment. 
(6) To gather and disseminate to interested agencies information on all phases of 
records management and current practices, methods, procedures and devices for ef­
ficent and economical manae;ement of records. 
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RCW 40.14 PRESERVATION AND DESTRUCTION OF PUBLIC RECORDS -- STATE ARCHIVES (continued) 

( '7) To operate a Central Microfilm Bureau which will microfilm, at cost, records 
approved for filming by the head of the office of origin Md the Archivist, to 
approve microfilming projectn undertaken by state departments and all other agencies 
of st.n.te government; and to maj_ntain proper standards for this work. 
( 8) 'l'o maintain necessary facilities for the review of records approved for des­
truction BJ'id for their economical disposition by sale or burning; directly to 
supervise such destruction of public records as shall be authorized by the terms 
of this chapter. (1957 Chapter 246, Section 2) 

40.14.030 TRANSFER TO STATE ARCHIVES - CERTIFIED COPIES, COST 
All public records,· not required in the current operation of the office where they 
are made or kept, and all records of every agency t conunission, cozruni tt.ee, or any 
other activity of state government which may be abolished or discontinued, shall 
be transferred to the State Archives so that the valuable historical records of 
the state may be centralized, made more widely available, and insured permanent 
preservation; PROVIDED, That this section shall have no application to public re­
cords approved for destruction under the subsequent provisions of this chapter. 

When so transferred, copies of the public records concernecJ shall be made and 
cprLI fied by tl1e Archivist, which certification shall have the llame force and 
ef!'ect as thoup,h made by the officer in charge of them. Fees may be charged to 
<•over the cost of reproduction. In turning over the archives of his off'i.ce, the 
c,t'['icer in charp;E-~ thereof, or his successor, therby loses non~ of his rights of 
access to them, without charge, whenever necessary. (1957 Chapter 246, Section 3) 

40.140.040 RECORDS OFFICERS - TRANSFER SCHEDULES 
Each department or other agency of the state government shall designate a Records 
Officer to supervise its records program BJ'id to represent the office in all con­
tacts with the Records Committee, hereinafter created, and the Di vision of Archives 
and Records Management. The Records Officer shall: 
(1) Coordinate all aspects of the Records MMagement Program. 
(?) Inventory, or manage the inventory of all public records at least once during 
a,biennium for disposition scheduling and transfer action, in accordance with pro­
<oedures prescribed by the State Archivist Md State Records Committee, PROVIDED, 
That Essential Records shall be inventoried and processed in accordBJlce with 
Chapter 40.l(J at least annually. 
( 3) Consult with any other personnel responsible for maintenance of speci fie re­
cords within his state organization regarding records retention and transfer 
r~commendations. 

{Ji) /\na.l,yze 1·1~cords jnventory do.ta, examine and compare divi.sional or unit in­
Vf'nlucies ft)r duplication of reeords, and recommend to the Gtn.te Archivist and 
~;Lat.c:> Hecords Cununittee minimal retentions for all copi{~S corrrrnensurate with legal, 
f'inanc.laJ and administrative needs. 
( 5) Approve all records Inventory and Destruction Requests w:hich are submitted 
to the Local Records Committee. 
(6) Review established Records Retention Schedules at least annually to insure 
that the,v are complete an<l. current. 
(7.) Exercise intern.al control over the acquisition of filming and file equipment. 
( il) Report annuaDy :ill s'l.vings resulting from records disposition acti.ons to his 
management, the State Archivist and the Office of Program Planning and Fiscal 
Management. 

If a particular agency or department does not wish to transfer records at a time 
pt'eviously scheduled therefor, the Records Officer shall, within thirty days, 
notify the Archivist and request a change in such previously set schedule, including 
his reason therefor. (1973 Chapter 54, Section 3; 1957 Chapter 246, Section 4) 
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40.14.050 RECORDS COMMITTEE - COMPOSITION, MEETINGS, POWERS AND. DUTIES -
RETENTION SCHEDULES 
1I'here is created a corrun.lttee, to be known as the Records Committee, composed of 
the Archivist, an appointee of the State Auditor, and an appointee of the Attorney 
General. Committee members shall serve without additional salary, but shall be 
entitled to traveling expenses incurred incident to committee records. Such ex­
penses shall be paid from the appropriations made for their respective offices. 

The He cords Cammi ttee shall meet at least once every q_uarter or oftener as busines" 
dictates. Action by the Committee shall be by majority vote and records shall be 
kept of all Committee business. 

It shall be the duty of the Records Connni ttee to approve, trndi fy or disapprove 
the recorru11endati ans on Retention Schedules of all files of public records and to 
act upon req_uests to destroy any public records, PROVIDED, That any modification 
of a request or reconnnendation must be arproved by the agency originating the 
request or recommendation. 

The Di vision of Archives and Records Management shall provide forms, approved by 
the Records Cammi ttee, upon which it shall prepare recommendations to the Cammi ttee 
in cooperation with the Records Officer of the department or other agency whose 
records are involved. (1957 Chapter 246, Section 5) 

40.14.060 DESTRUCTION, DISPOSITION OF OFFICIAL PUBLIC RECORDS, OFFICE FILES AND 
MEI-ORAN DA 
Official Public Records shall not be destroyed until they are either photographed, 
microphotographed, photostated, or reproduced on film, or until they are seven 
years. old, except on a showing of the department of origin, as approved by the 
Records Committee, that the retention of such records for a minimum of seven 

'-' years is both unnecessary and uneconomical, parttcularl:; where lesser federal 
retention periods for records generated by the state under federal programs are 
involved; PROVIDED, That any lesser term of retention than seven years must 
have the additional approval of the Director of the Budget, the State Audi tor 
and the Attorney General, except where records have federal re·tention guide­
lines, the State Records Committee may adjust the retention period accordingly; 
PHOVIDED, PURTllER, That an automatic reduction of retention periods from ten to 
seven yeflrs as provided for in this 1973 amendatory section for Official 
Public Records shall not be made as to records on existing Records Retention 
Schedules but the same shall be reviewed individually by the Local Records 
Committee for approval or disapproval of the change to a retention.period of 
seven years. 

Recommendations for the destruction or disposition of Office Files and Memoranda 
shall be submitted to the Records Committee upon forms prepared by the Records 
Officer of the agency concerned and the Archivist. The Committee shall determine 
the period of time thflt any Office File or Memorandum shall be preserved and 
may aathorlze the Division of Archives and Records Management to arrange for its 
destruct.inn or disposition. (1973 Chapter 54, Section h; 1957 Chapter 246, Section 
6) 

40.14.070 DESTRUCTION OF LOCAL GOVERNMENT RECORDS - PRESERVl\TION FOR HISTORICAL 
INTEREST - LOCAL RECORDS COMMITTEE, DUTIES 
County, municipal, and othe!' local government agencies msy req_uest authority to 
destroy non current public records having no further administrative or legal value 
b,V submi.tting to the Div-Lr.Lon of Archives and Records Mana.gement, lists of such 
records, in triplicate on forms prepared by the Di vision. The Archivist and the 
Chief Examiner of Municipal Corporations of the Office of the State Auditor and 
a representative appointed by the Attorney General shall constitute a committee 
to be known as the Local He cords Cammi ttee which shall review such lists, and 
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40.14.070 DESTRUCTION OF LOCAL GIJVERNMENT RECORDS - PRESERVATION FOR HISTORICAL 
INTEREST ~ LOCAL RECORDS COMMITTEE, DUTIES (continued) . , . 

'""Y VF?to tile destruction or any or all. items contained therein. 

I\ loc1.ll government "gency, tw llll. altematJve to "ubm1t,t'ing llots, mo.y ·f.lect to 
r~:~tablish n records control pfiogrr:1.m ba.Fled on re(•u.-rri.ng Dispos:l tlon fJc:ht~·dllJ(•n recom­
mvn,Jed by the agency to the Loca1 Hecurd3 Cammi tl.ec::. 'J.1he .. ·flc_hedu1cs ar~~ to bt.-' 
submitted on forms provided by the Division of l\rc:hi.ves anJ )lec0 rds Man~emcnt 
Lu the Local Records Comrn:i ttee, which may €i ther veto, approve~. or amend the 
:~chedule. l\pproval of such Schedule Ol' amended :Jchedt1l e,. Gha:Ll, 'be by .ooanimous votf' 
of the Loco.l Records Committee. Upon such approval, the Schedule shtll constitute 
authority for the local government agency to destroy .the .records listed thereon, 
after the required retention peri_0d, on a recurring D.~9-?-J> ·W1til the Schedule is 
either amended or revised by the Cammi ttee. 

No public rvcortl other than Office Files and t1emora.ndq. of ._;.iny local governmep.t 
agency shall be der;t.royed until it is either pl)otogra,phed, micr.ophotographed, 
pb(JtC1stated, or reproduc:ed on filn1, or until it iG seven yen.rs .clJ, ru1d except 
as otherw:i :~e pr-.-)viried by law no puhlic record shall be destroy'ed nntil a-pproved 
f'or dl'uLructiun by the Local Records Conunittee; PROVIDED, 'rhat where reco:rds 
Ital/"' .f0clt~raJ l'Qtcntion gu.i.delines. the Local RecorO.s Committee m~1y ad,just the 
r(·tt"nt1nn pc·rind n.ccordingly; PROVIDfo:D, FURrrHER, That. an aulom11ti.c reduction of 
retention periodJ fro111 ten to seven .vears as provided for in this 1973. aJll_end..'.. 
atnry :;1:-~ctinn fn.r 0.fficiaJ Publjc Hecords shu.11 not be.' Made nH. 1 .. _. r·ecords :on 
i•x i .;L.inp, Hecnrd~; Hr~t1.:_•ntJ.on t~ehedules but the HH.me shall be .r•eviewed individua1.l;,r 
IJy tht• l.<1eo.l. HtJcorcls ConunittAe for approval or d.ina.pp.roval of the cluu1ge to a 
retP.nt.ion µc~rJod of seven years. 

1J1he State Archivist may furnit>h appropriate information, sugg~st.lons, .Md g;y.Jde7, 
Jines to local e,overnment agencies for their assistance in .. the ,preparation of. ,, . 
·i i~~l.o:; ruid Schedules or any other matter relating to the retention, prese:rv~t·i~n;(,: 
cu· destruct.1.on 0f records Wlcler th Lr; chapter. The .. Local_ ·'fle;ords Commtttee _n\b_y 
:_uL"i pt appropriate regulations estc1blishing proced.u:r~s .to;:br-;l f'.<;llo~H~d .- ;i_n,_,_such 
uui. L t.e rs • -•.... ' 

h:pc;.-Jrds of county, munic:i.pul, or other local goyernment agencles, de~;ig10ater1 by 
~,ht·· /\.rchivi.sl as of primarily historical interest, may be-~,11r.ansferr~d to a .. 
r2cogr1izcd devository agency selected by the Archivist, in order-to reJieve Jo.cal 
u!'l"':.~es of the burden of housing them, to insure their pro~erv~t ion,- an4;.to .n1ake 
lil•'Jll avai:l"bl•' for .reference or study. (1973 Chapter 51,, Section 5; 19"{1 First 
l'>ol c"c,urdinary Session Chapter JO, Section l; 1957 Chapte.t:,.,<~h6, Section 7) 

40.14.080 CHAPTER NOT TO AFFECT OTHER LAl~S . . . 
'1'111· provi:~iour; uf this chapter ~ih~-1.ll not be eonstruecl as r{~pealJ.ng.or inodit'ying 
-'H1J .-_oL.her rv:ts nr parts of act1J authorizing the destruction of public records 
.-~:LVt-· Cur tho:_\';~ tipeci ficflll,v named in Section 9 of this flCt.; nq.r shall this 
,;hapter al't'ect the provisions of RCW 40.04.020 re(luiring .th<; '.deposit of &11 state 
pub1 i"o.tions i.n the State Library. (1957 Chapter 246, Section 8) - . ' ' . . . 
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